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Welcome to…Welcome to…

Budget Formulation:Budget Formulation:
Project PlanningProject Planning
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Course Objectives

� At the end of this course, individuals should be 
able to use the Budget Formulation System to:
� Distribute Project FTEs and Travel $ from the 

Organizations and Project to the WBS elements
� Request Project FTEs, Travel $, Service Pools units, 

Other Direct $ and WYEs
� Phase all Project Planning elements
� Access and manipulate the 

Project Planning reports
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Course Structure

� Business Context
� Overview of key business processes and related BF 

concepts

� Demonstrations
� Trainer-led examples of key BF activities

� Participant Exercises
� Completing real-life business tasks using the BF 

system
� Training Course Feedback

� Assessment of course effectiveness using the End-
User Evaluation Form
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Project Planning 
Role Overview and 

Business Process Overview
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Role Overview

�The roles in the class and how they differ
� Project Planning Authorizer

� Distributes the Project Definitions’ FTE & Travel $ allocations  
from Organization & Project Definition to Project WBS elements  

� Has access to the following Planning Folders:
� Project – Secondary FTE Distribution 
� Project – Secondary Travel Dollar Distribution

� Project Planning Requester
� Requests FTEs, Travel $, Service Pool units, 

Other Direct $, and WYEs for the WBS 
element level of planning.  

� Has access to the following Planning Folders:
� Project Plan (FTE, Travel, SP, Other 

Direct$, WYE) 
� PP – Phasing (Other Direct $)
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Visualizing the system
Center Control FTE & Travel Dist.

Center

Organization

• FTEs
• FTE Rates
• Travel $

Organization

• FTEs
• FTE Rates
• Travel $

Organization

• FTEs
• FTE Rates
• Travel $

Center Control Planning

� These folders are used by the Center FTE & Travel Authorizers in
the CFO’s office to distribute FTE & Travel allocations to the 
Organizations

This process is covered 
in a separate BF 
Training Course. 
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Center

Organization

• FTEs
• FTE Rates
• Travel $

Organization

• FTEs
• FTE Rates
• Travel $

Organization

• FTEs
• FTE Rates
• Travel $

Primary Distribution

� These folders are used by the Center Organizational FTE & Travel
Authorizers in the Primary Resource Distribution to allocate FTEs & Travel $ 
throughout the Organizations by the full cost components: 
Projects/Programs, Center G&A, Corp. G&A, & Service Pool

Project Definition

Service Pools

Corporate G&A

Center G&A

Project Definition

Service Pools

Corporate G&A

Center G&A

Project Definition

Service Pools

Corporate G&A

Center G&A

Visualizing the system
Primary FTE & Travel Dist.

This process is covered 
in a separate BF 
Training Course. 
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Organization

• FTEs
• FTE Rates
• Travel $

Organization

• FTEs
• FTE Rates
• Travel $

Organization

• FTEs
• FTE Rates
• Travel $

� These folders are used by the Project Planning Authorizer in the
Secondary Resource Distribution to allocate FTEs & Travel $ from
the Project Definition to the Projects’ WBS elements

Project Definition

Service Pools

Corporate G&A

Center G&A

Project Definition

Service Pools

Corporate G&A

Center G&A

Project Definition

Service Pools

Corporate G&A

Center G&A

Secondary Distribution

WBS 
element

WBS 
element

WBS 
element

WBS 
element

WBS 
element

Visualizing the system
Secondary FTE & Travel Dist.

Covered during 
this course!
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� These folders are used by the Project Planning Requesters to request 
FTEs, Travel $, Service Pool units, Other Direct $ and WYEs for the Full 
Cost build-up of the budget requirements and to phase those requirements

Project Definition

Service Pools

Corporate G&A

Center G&A

Project Definition

Service Pools

Corporate G&A

Center G&A

Project Definition

Service Pools

Corporate G&A

Center G&A

WBS 
element

WBS 
element

WBS 
element

WBS 
element

WBS 
element

Visualizing the system
Project Planning Requests

Covered during 
this course!

Project Planning Requests
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Center

Organization Organization Organization

� This folder is used by the Center CFO to perform Center G&A 
allocations back to Projects as an additional component of the Full 
Cost Budget from the Projects/Programs point of view

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Visualizing the system
Center G&A Allocation

Center G&A Allocations

Project* Project* Project* Project* Project*
This process is covered 
in this Training Course. 

*Center G&A will be allocated to the level at which WF was planned
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Navigation Basics Demonstration
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What Are the Primary 
Sections of  a Typical Screen?

� Screens have three primary areas:
� Header area
� Input Area
� Output Area

Header AreaHeader Area

Input AreaInput Area

Output AreaOutput Area
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Welcome to Budget Welcome to Budget 
FormulationFormulation

BW Report ViewerBW Report Viewer
OverviewOverview
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Course Objectives

� At the end of this course, individuals should be 
able to
� Log into the Budget Formulation BW Reports 

website.
� Define report parameters
� Run Budget Formulation BW Reports
� Manipulate report 
� Print reports
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Topic 1  

Logging In
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Logging In

� Mac Users
� Logon to NISSU / Citrix

� URL
� https://utility.nasa.gov

NISSU Application
Options

NISSU Logon
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Logging In (Cont.)

� PC Users
� Go To IE
� URL:

� https://access.ifmp.nasa.gov
� Choose Budget Formulation
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Logging In (Cont.)

� You will be prompted to enter your User Name and 
Password
� Enter your SEM User Name and Password

User - ID

User - pwd
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Logging In (Cont.)

� Main Menu of Budget Formulation Reports Portal
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Using the pull-down menus

• The lavender colored pull-down menus contain 
links to each of the reports in the system. 

Select a report by:

� Hover over a top level menu item until it turns yellow
� Click the yellow menu item
� A sub-menu will appear
� Navigate through the sub-menu by hovering over the menu 

options
� Click on the menu item of the report that you wish to run
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Using the pull-down menus

• Pull Down Menu ‘sample’
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Topic 3  

Viewing Reports
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Viewing Reports

� Once you have finished entering your variables and 
have clicked the “Execute” button, your report is 
displayed
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Entering Variables

� Once you have selected a report, you will be prompted to 
enter variables for the report

� The report will use the variables you enter to determine which 
records should be displayed (just like the header area in planning 
folders)
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Screen Tour

� Features of the navigation block
� Drill-down
� Drill-across
� Filter Value

� Miscellaneous
� Click the icon to hide the Navigation block, Variables block, or

the Data block of a report

� Click the icon to show the Navigation block, Variables block, or
the Data block of a report

� Dollar amounts are expressed in thousands ($810,000)
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Context Menu

� Some useful features of the context menu
� Exporting data to Excel
� Sorting rows
� Bookmaking
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Topic 4  

Printing Reports
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Printing Reports

� Reports can be formatted for printing so that

� Page numbers appear

� Screen colors are removed

� Data fits better on a page

� Headers and footers are included on each page
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Printing Reports

� To generate printable output
1. Run a report.
2. Click the “Print Reports” menu item
3. Click the “Print Table 1” sub-menu
4. Adjust print settings
5. Print.
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Adjusting Print Settings
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Business Rules and 
Version Control
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Business Rules
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Implemented Business Rules

� Business Rules are application checks that verify data 
within the system. For example, business rules advise 
end-users if Authorized FTEs match Requested FTEs 
before being copied to the final version.

� There are four business rule categories in 
the initial release of the BF application
� Authorized vs. Requested Annual Values
� Authorized vs. Requested Monthly Values
� Estimated vs. Requested Annual Values
� Estimated vs. Requested Monthly Values
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When are Business Rules Checked? 

� Business Rules can be run manually by clicking the Check ALL Bus. 
Rules button.                        This will check all related Business Rules 
throughout the system.   

� Business Rules can be run manually by clicking the Check Bus. Rules 
button.                    This will check all Business Rules for the view you 
are in. 

� Business Rules will be automatically checked when submitting a 
Version Control Draft or Final Submit. 
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Business Rules Display

� Once you click on the Check 
ALL Bus. Rules, Version 
Control Draft Submit or 
Version Control Final Submit 
button, the list of business 
rules will appear. 

The Business Rules will be 
categorized and totaled Red, 
Yellow, Green and Stop.  

Green – Business Rule passed

Stop – Prohibits you from 
proceeding

Red – Business Rule failed

Yellow – Business Rule warned
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Business Rule Details

To receive more 
information on a 
Business Rule, click 
the “Question Mark” 
button.

To receive more 
information on a 
Business Rule, click 
the “Question Mark” 
button.
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Version Control
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C001 Baseline budget data carried over from previous year

C002
Direct and Indirect rates established for Corporate and 
Center G&A, Service Pools, and Projects.  Pools 
establish capacity.

C003 Project/Pool negotiations. Allocation of excess from Pools 
to Projects.

C004 Cost finalization and Final Center Director Approval.

C005 Code X area for strategic planning and “what-if” 
scenarios.

C001 Baseline budget data carried over from previous year

C002
Direct and Indirect rates established for Corporate and 
Center G&A, Service Pools, and Projects.  Pools 
establish capacity.

C003 Project/Pool negotiations. Allocation of excess from Pools 
to Projects.

C004 Cost finalization and Final Center Director Approval.

C005 Code X area for strategic planning and “what-if” 
scenarios.

Enterprise balancing; no center input unless 
enterprise requests changes or rebalancing 
required due to Enterprise modifications.

Agence balancing; no center input unless 
enterprise/Code B requests changes or 
rebalancing required due to modifications.

No Center input

No Center input

CENTER VERSIONAGENCY VERSION

A005

A006

A003

A001

A002

A004

BUDGET CYCLE ACTIVITY

OMB Submit

Congressional Submit

Enterprise POP

Agency POP

Center Pre-POP

Center POP

Version Control
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� Version A001- Center Pre-POP
� Where Centers work on their Pre-POP

� Version A002 - Center POP
� Where Centers work on their POP

� Version A003 – Enterprise POP
� Where Enterprises review Center POP

� Version A004 – Agency POP
� Where the Agency reviews the Enterprise POP

� Version A005 – OMB submit
� This version gets submitted to OMB

� Version A006 – Congressional submit
� This version gets submitted to Congress

Agency Versions
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Project Planning Authorizer:
Secondary FTE and Travel $ 

Distribution
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Overview:
Secondary FTE Distribution

� Activity 1: Review authorized FTEs from the 
Organization allocated to the Project* by reviewing a 
BW report

� Activity 2: Start Planning - Entering Header Data

� Activity 3: Distributing Annual FTEs from 
Organizations and Projects* to Project WBS elements
� Input area
� Output area

� Activity 4**: Reviewing corresponding  BW reports 
• *Project is defined as Project Definition which is usually equivalent to the 

UPN-5 (i.e. 21-721-10)
• **Combined with Secondary Travel Reports at end of Topic Section
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Secondary FTE 
Distribution Folder Overview

� Annual Planning Input Layouts:
� FTE (Annual)
� FTE (Annual) Delta

� Annual Planning Output Layouts:
� FTE $ (Annual)

� Phasing Plan 
Output Layouts:
� FTE (Phase)
� FTE $ (Phase)
� FTE $ (Phase) - Incremental
� FTE $ (Phase) - Cumulative
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Process Flow: 
Secondary FTE Distribution

Log On

In the Projects – Secondary FTE Dist. 
Folder, Project Planning Authorizers 
perform the secondary distribution of 
FTEs from Project Definition to WBS 
elements.
Why: FTE planning is an integral part of the 
Center’s and Agency’s strategic workforce 
plan; the FTE plan also drives the salary $ 
(formerly known as FS41) requirement in Full 
Cost

Review and 
authorize 

Project WBS 
FTE Requests

Distribute 
Annual FTEs 

from 
Organizations & 
Projects to WBS 

elements

Enter Header 
Data

Open Projects 
– Secondary 

FTE Dist.
Folder

Log On

Review FTEs 
Authorized  

from 
Organization 
to the Project 

in BW
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Start Planning - Enter Header Data 

� Goal: Enter the appropriate characteristics in the Header 
Area to define the data you want to plan

� Why: All planning data entered into the system is 
categorized and stored based on the Header Data 
combination

� Steps for entering Header Data:
1. Log On
2. Open “Projects Secondary FTE Distribution” folder
3. Enter Header Data
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Project Secondary 
FTE Distribution Folder

Project Secondary FTE Distribution – Header LayoutProject Secondary FTE Distribution – Header Layout

Header DataHeader Data
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Header AreaHeader Area

What goes in the Header Area?

1) Enter the following in the Header Area to define the data that you want to plan:
Center The two-digit Center number
Budget Year The year you are planning
Agency Version The Agency Version you are working in (A001-A006)
Center Version The Center Version you are working in (C001-C005)
Appropriation Type The Appropriation the Project belongs to (SAE or SFC)
Project Definition The Project Definition you are planning for
Organization The Organization you are planning for
Labor Category The Labor Category you are planning for (if applicable)
Fiscal Year The fiscal year you are working in (Budget Year -2)

2) Click the Transfer Variables button to set the data you want to plan
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Distributing Annual FTEs from 
Projects to WBS elements 

� Goal: Take the annual Project and Organization FTE 
Control Total and distribute to the WBS elements

� Why: In order for the performing WBS elements to know 
how many FTEs are available for the task, the Project 
Authorizer is responsible for taking the available FTEs 
allocated to the Project by the Organization and dividing 
them up among the performing WBS elements
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Distributing Annual FTEs from 
Projects to WBS elements (Cont.) 

� Steps for distributing Annual FTEs: 
1. Log On
2. Open “Project – Secondary FTE Distribution” folder
3. Enter Header Data
4. Click the Transfer Header Variables button
5. Click the FTE (Annual) button
6. Enter the Input area data
7. Click the Save button to save your data 
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1) Click the FTE (Annual) button
2) Click the Append Row button to add a row
3) Enter the following:

Guide Type Inguide or Overguide
OG Type Overguide type: New Initiative, Augment, Price or (#) unassigned

You must use unassigned (#) if you selected inguide
WBS element The WBS elements you are distributing FTEs to
Network The Network you are distributing FTEs to (if applicable, # for 

unassigned)
Network activity The Network activity you are distributing FTEs to (if applicable, # 

for unassigned)
FTEs per Year Enter FTEs for two previous years, the budget year and four 

outyears

What goes in the Input Layout?
FTE (Annual) – Input AreaFTE (Annual) – Input Area
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4) Click the Transfer Variables button to sort the row of data you entered & total 
the input area 

5) Click the Recompute button to transfer data from the input area to the output 
area

6) Click the Refresh FTE Rates button to bring in the newest FTE rates
7) Repeat for all of the WBS elements you are responsible for
8) Click the FTE (Annual) - Delta button to view Authorized vs. Requested FTE 

totals
9) Click the Save button to save your data

What goes in the Input Layout? 
(Cont.)

FTE (Annual) – Input AreaFTE (Annual) – Input Area
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Where can I see the output?

1) Click the FTE $ (Annual) output button to view the output area; the dollars are 
calculated based on the organization FTE rate.

2) The following information is shown:
Guide Type Inguide or Overguide
OG Type The type of Overguide: New Initiative, Augment, Price, and (#) 

Unassigned.
WBS element The WBS elements distributed to
Network The Network distributed to (# = unassigned)
Network activity The Network activity distributed to (#  = unassigned)
FY 20XX $ The dollars associated with the FTEs (equal to FTEs X Rate).
Totals The totals for all WBS elements listed

FTE $ (Annual) – Output Layout FTE $ (Annual) – Output Layout 
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Overview:
Secondary Travel $ Distribution

� Activity 1: Review authorized Travel $ from the 
Organization allocated to the Project* by reviewing a 
BW report 

� Activity 2: Start Planning - Entering Header Data

� Activity 3: Distribute Annual Travel $ from Project and 
Organization to Project WBS elements
� Input area
� Output area

� Activity 4**: Reviewing corresponding reports
• *Project is defined as Project Definition which is usually equivalent to the 

UPN-5 (i.e. 21-721-10)
• **Combined with Secondary FTE distribution Reports at end of Topic 

Section
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Secondary Travel $ 
Distribution Folder Overview

� Annual Planning Input Layouts:
� Travel $ (Annual)
� Travel $ (Annual) – Delta

� Annual Planning Output Layouts:
� Travel $ (Annual)

� Phasing Plan 
Output Layouts:
� Travel $ (Phase)
� Travel $ (Phase) - Incremental
� Travel $ (Phase) - Cumulative
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Process Flow: 
Secondary Travel $ Distribution

Log on

In the Projects – Secondary Travel $ Dist. 
Folder, Project Planning Authorizers 
perform the secondary distribution of 
Travel $ from Project Definition to WBS 
elements
Why: Travel $ planning drives the Agency’s 
Travel  requirement;  Travel funds (formerly 
known as FS42) are one year funds and have 
stringent guidelines that the Centers and 
Agency have to manage

Log On

Review Travel 
$  Authorized  

from 
Organization 
to the Project 

in BW

Open Projects 
– Secondary 
Travel $ Dist.

Folder

Enter Header 
Data

Distribute 
Annual Travel $ 

from 
Organizations & 
Projects to WBS 

elements

Review and 
authorize 

Project WBS 
Travel $ 

Requests
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Start Planning- Enter Header Data 

� Goal:  Enter the appropriate characteristics in the 
Header Area to define the data you want to plan

� Why: All planning data entered into the system is 
categorized and stored based on the Header Data 
combination

� Steps for entering header data:
1. Log On
2. Open “Project Secondary Travel $ Distribution” folder
3. Enter Header Data
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Project Planning Secondary 
Travel $ Distribution Folder

Project Secondary Travel $ Distribution – Header LayoutProject Secondary Travel $ Distribution – Header Layout

Header DataHeader Data
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What goes in the Header Area?

1) Enter the following in the Header Area to define the data that you want to plan:
Center The two-digit Center number
Budget Year The year you are planning
Agency Version The Agency Version you are working in (A001-A006)
Center Version The Center Version you are working in (C001-C005)
Appropriation Type The appropriation the Project belongs to (SAE or SFC)
Project Definition The Project Definition you are planning for
Organization The Organization you are planning for
Fiscal Year The fiscal year you are working in (Budget Year -2)

2) Click the Transfer Variables button to set the data you want to plan.

Header AreaHeader Area
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Distributing Annual Travel $ from 
Projects to WBS elements 

� Goal: Take the annual Project and Organization Travel $ 
Control Total and distribute to the WBS elements

� Why: In order for the performing WBS elements to know 
how much Travel $ are available for the task, the Project 
Authorizer is responsible for taking the available Travel $ 
allocated to the Project by Organizations and dividing it up 
among the performing WBS elements



BF Release 0.5 Training – Revision 1 Slide #59

Distributing Annual Travel $ from 
Projects to WBS elements (Cont.) 

� Steps for distributing Travel $:
1. Log On
2. Open “Project – Secondary Travel $ Distribution” folder
3. Enter Header Data
4. Click the Transfer Header Variables button
5. Click the Travel $ (Annual) button
6. Enter Input area data
7. Click the Save button to save your data
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1) Click the Travel $ (Annual) button
2) Click the Append Row button to add a row
3) Enter the following:

Guide Type Inguide or Overguide
OG Type Overguide type: New Initiative, Augment, Price or (#) unassigned. 

You must use unassigned (#) if you selected inguide
WBS element The WBS elements you are distributing Travel $ to
Network The Network you are distributing Travel $ to (if applicable, # for 

unassigned)
Network activity The Network activity you are distributing Travel $ to (if applicable, 

# for unassigned)
Travel $ per Year Enter Travel $ for two previous years, the budget year and four out 

years

What goes in the Input Layout?
Travel $ (Annual) – Input AreaTravel $ (Annual) – Input Area
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4) Click the Transfer Variables button to sort data you entered and total the input 
area.

5) Click the Recompute button to transfer data from the input area to the output 
area.

6) Click the Refresh Travel $ button to bring in the most recent travel $
7) Repeat for all of the WBS elements you are responsible for.
8) Click the Travel $ (Annual) - Delta button to view Authorized vs. Requested 

Travel $ totals
9) Click the Save button to save your data

What goes in the Input Layout? 
Travel $ (Annual) – Input AreaTravel $ (Annual) – Input Area
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Where can I see the output?

1) Click the Travel $ (Annual) output button to view the output area. 

2) The following information is shown:
Guide Type Inguide or Overguide
OG Type The type of Overguide: New Initiative, Augment, Price, and (#) 

Unassigned
WBS element The WBS element distributed to
Network The Network distributed to (# = unassigned)
Network activity The Network activity distributed to (# = unassigned)
FY 20XX $ The actual dollars associated with Travel by Organization.
Totals The totals for all Organizations listed.

Travel $ (Annual) – Output Layout Travel $ (Annual) – Output Layout 
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Demonstrations and Exercises

� Now, let’s get our hands on the system. 

Using your exercise handout, go to 
Project Planning & Corporate G&A
Authorizer Exercise: (steps 1-27)
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Project Planning Requester:
Bottom-Up Project Requests
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Overview:
Bottom-Up Project Requests

This section will focus on bottom-up Project requesting 
for:

� FTEs Annual
� WYEs Annual
� Travel Dollars Annual
� SP Units Annual 
� Other Direct Dollars Annual
� Corresponding reports
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Project (FTE, Travel, SP, Other 
Direct $, WYE) Folder Overview

� Annual Planning Input Layouts:
� FTE (Annual)
� FTE (Annual) - Delta
� Travel $ (Annual)
� Travel $ (Annual) – Delta
� SP Units (Annual)
� SP Units (Annual) – Delta
� Other Dir $ (Annual)*
� WYE (Annual)*

* These planning processes do not have a delta screen because the 
planning is done by the requester for bottoms-up planning only.
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Project (FTE, Travel, SP, Other 
Direct $, WYE) Folder Overview

� Phasing Plan Input Layouts:
� FTE (Phase)
� FTE $ (Phase) – Incremental
� FTE $ (Phase) – Cumulative
� Travel $ (Phase)
� Travel $ (Phase) – Incremental
� Travel $ (Phase) – Cumulative
� SP Units (Phase)
� SP Units (Phase) – Delta
� WYE (Phase)
� User-Defined % (Phase)
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� Annual Planning Output Layouts:
� FTE and $ (Annual)
� Travel $ (Annual)
� SP Units and $ (Annual)
� Other Dir $ (Annual)
� WYE (Annual)

� Phasing Plan 
Output Layouts:
� FTE and $ (Phase)
� Travel $ (Phase)
� SP Units and $ (Phase) 
� Other Dir $ (Phase) 
� WYE (Phase)

Project (FTE, Travel, SP, Other 
Direct $, WYE) Folder Overview
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Process Flow: 
Bottom-Up Project Requests

In the Project Planning (FTE, Travel, SP, 
Oth Dir $, WYE) folder, the Project 
Planning Requester requests FTEs, Travel 
$, Service Pool units, Other Direct $ and 
WYEs for the WBS element.
Why: In order to plan a Full Cost budget, the Project 
WBS element must build-up its budget  according to 
all the components of full cost, which include 
workforce (FTEs & WYEs), Travel $, service pool 
utilization (SP units), and procurement (Oth Dir $).

Review 
phasing

Request FTEs, 
Travel, SP, Oth 

Dir $ and 
WYEs

Enter Header 
Data

Open Project 
Plan – (FTE, 
Travel, SP, 
Oth Dir $, 

WYE) Folder

Log On
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Enter Header Data 

� Goal:  Enter the appropriate characteristics in the 
Header Area, to define the data you want to plan

� Why: All planning data entered into the system is 
categorized and stored based on the Header Data 
combination

� Steps for entering header data: 
1. Log On
2. Open the Project Planning (FTE, Travel, SP, Other 

Dir $, WYE) folder
3. Enter Header Data
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Project Planning (FTE, Travel, 
SP, Other Dir $, WYE) Folder

Project Plan (FTE, Travel, SP, Other Dir $, WYE) Requester – Header LayoutProject Plan (FTE, Travel, SP, Other Dir $, WYE) Requester – Header Layout

Header DataHeader Data
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What goes in the Header Area?

1) Enter the following in the Header Area to define the data that you want to plan:
Center The two-digit Center number
Budget Year The year you are planning
Agency Version The Agency Version you are working in (A001-A006)
Center Version The Center Version you are working in (C001-C005)
Type of Planning The type of Budget Plan (NOA or COST) 
Appropriation Type The appropriation the Project belongs to (SAT or HSF)
WBS Element The WBS Element you are planning for
Network The Network you are planning for (# - unassigned)
Network Activity The Network activity you are planning for (# - unassigned)
Fiscal Year The fiscal year you are working in (Budget Year -2)

2) Click the Transfer Variables button to set the data you want to plan.

Header AreaHeader Area
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Requesting Annual FTEs

� Goal: Request annual FTEs from Organizations by Project 
WBS elements

� Why: As part of the budget build-up, the project planning 
requester must determine the workforce requirement 
needed for the WBS element task, which includes planning 
the number of FTEs needed.  This planning will also drive 
the civil servant salary (formerly known as FS41) required 
by the WBS element through FTE rate calculation.
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Requesting Annual FTEs (Cont.)

� Steps for entering header data:
1. Log On
2. Open “Project Planning (FTE, Travel, SP, Other Dir $, WYE)” 

folder 
3. Enter Header Data
4. Click the Transfer Header Variables button
5. Click the FTE (Annual) button
6. Enter Input area data
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Note: Prior to beginning your planning and requesting of FTEs, you 

can push the button in order to prime your 

planning layout with the number of FTEs allocated to your WBS 

element by the Project and Organization in the top down planning

process.  This automated process is for your planning information. 

You can then continue to plan over these numbers or keep them.

What goes in the Input Layout?
Checking for FTE allocations

FTE (Annual) – Input AreaFTE (Annual) – Input Area
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What goes in the Input Layout?
FTE (Annual) – Input AreaFTE (Annual) – Input Area

1) Click the FTE (Annual) button
2) Click the Append Row button to add a row
3) Enter the following:

Guide Type Inguide or Overguide
OG Type Overguide type: New Initiative, Augment, Price or (#) unassigned.  

You must use unassigned (#) if you selected inguide.
NASA Org The directorate or division the Project WBS is requesting FTEs from
Labor Category The labor category assigned to the FTEs (# - unassigned)
FTEs per Year Enter FTE requests for two previous years, the budget year and four 

out years
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What goes in the Input Layout? 
(Cont.)

FTE (Annual) – Input AreaFTE (Annual) – Input Area

4) Click the Transfer Variables button to sort the row of data you entered and total 
the input area

5) Click the Refresh FTE Rate button to bring in the newest FTE rates
6) Click the Recompute button to transfer data from the input area to the output area
7) Repeat for all of the Organizations that you are responsible for
8) Click the Save button to save your data
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Where can I see the output?

1) Click the FTE and $ (Annual) output button to view the output area. 
2) In the input area, click the Refresh FTE Rate button to calculate the dollars 

associated with FTEs
3) The following information is shown:

Source The name of the Service Pool, G&A or Direct if planned yourself
Detail The name of the Sub-pool
Guide Type Inguide or Overguide
OG Type The type of Overguide: New Initiative, Augment, Price, and (#) 

Unassigned
NASA Org The directorate or division the FTEs are being requested from
Labor Category The labor category assigned to the FTEs (# - unassigned)
FY 20XX FTEs The number of requested FTEs
FY 20XX $ The dollars associated with the FTEs (equal to FTEs X Rate)
Totals The totals for all Organizations listed

FTE and $ (Annual) – Output Layout FTE and $ (Annual) – Output Layout 
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Requesting Annual WYEs

� Goal: Request annual WYEs by Organizations

� Why: As part of the budget build-up, the project planning 
requester must determine the workforce requirement 
needed for the WBS element task, which continues with 
planning the number of WYEs needed. The dollars 
associated with the number WYEs will be planned as 
procurement dollars under Other Dir $.
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Requesting Annual WYEs

� Steps for entering header data: 
1. Log On
2. Open “Project Planning (FTE, Travel, SP, Other Dir $, WYE)” 

folder 
3. Enter Header Data
4. Click the Transfer Header Variables button
5. Click the WYE (Annual) button
6. Enter Input area data
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WYE (Annual) – Input AreaWYE (Annual) – Input Area

What goes in the Input Layout?

1) Click the WYE (Annual) button
2) Click the Append Row button to add a row
3) Enter the following:

Guide Type Inguide or Overguide
OG Type Overguide type: New Initiative, Augment, Price or (#) unassigned.  

You must use unassigned (#) if you selected inguide.
NASA Org The directorate or division the WYEs are requested from
Contract The contract ID the WYEs are associated with or UCONTRACT(n) 

for unassigned contract
Vendor Name The name of the company the WYEs are employed by 
Location The location of the WYEs (On-site or Off-site)
WYEs per Year Enter WYE requests for two previous years, the budget year and 

four outyears
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WYE (Annual) – Input AreaWYE (Annual) – Input Area

What goes in the Input Layout? 
(Cont.)

4) Click the Transfer Variables button to sort the row of data you entered and total the 
input area

5) Click the Recompute button to transfer data from the input area to the output area
6) Repeat for all of the Organizations that you are responsible for
7) Click the Save button to save your data.
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Where can I see the output?

1) Click the WYE (Annual) output button to view the output area. 
2) The following information is shown:

Source The name of the Service Pool, G&A or Direct if planned yourself
Detail The name of the Sub-pool
Guide Type Inguide or Overguide
OG Type The type of Overguide: New Initiative, Augment, Price, and (#) 

Unassigned.
NASA Org The directorate or division the WYEs are being requested for
Contract The contract ID the WYEs are associated to
Vendor Name The name of the company the WYEs are employed by
Location The location of the WYEs (onsite or offsite)
FY 20XX WYEs The number of requested WYEs. 
Totals The totals for all Organizations listed.

WYE (Annual) – Output Layout WYE (Annual) – Output Layout 
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Requesting Annual Travel $

� Goal: Request annual Travel $ from Organizations by the 
Project WBS element 

� Why: As part of the budget build-up, the project planning 
requester must determine the travel fund requirements 
needed for the WBS element task.  Travel funding 
(formerly known as FS42) is managed through the 
Organizations, so the WBS element must cite the 
organization the travel funding is being requested from.



BF Release 0.5 Training – Revision 1 Slide #85

Requesting Annual Travel $ (Cont.)

� Steps for entering header data:
1. Log On
2. Open “Project Planning (FTE, Travel, SP, Other Dir $, WYE)” 

folder 
3. Enter Header Data
4. Click the Transfer Header Variables button
5. Click the Travel $ (Annual) button
6. Enter Input area data
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Note: Prior to beginning your planning and requesting of Travel $, 

you can push the button in order to prime your 

planning layout with the travel dollars allocated to your WBS 

element by the Project and Organization in the top-down planning 

process.  This automated process is for your planning information. 

You can then continue to plan over these numbers or keep them.

What goes in the Input Layout?
Checking for Travel $ allocations

Travel $ (Annual) – Input AreaTravel $ (Annual) – Input Area
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Travel $ (Annual) – Input AreaTravel $ (Annual) – Input Area

What goes in the Input Layout?

1) Click the Travel $ (Annual) button
2) Click the Append Row button to add a row
3) Enter the following:

Guide Type Inguide or Overguide
OG Type Overguide type: New Initiative, Augment, Price or (#) unassigned.  

You must use unassigned (#) if you selected inguide.
NASA Org The directorate or division requesting Travel $.
Travel $ per Year Enter Travel $ requests for two previous years, the budget year 

and four outyears
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Travel $ (Annual) – Input AreaTravel $ (Annual) – Input Area

What goes in the Input Layout? 
(Cont.)

4) Click the Transfer Variables button to sort the row of data you entered and 
total the input area  

5) Click the Recompute button to transfer data from the input area to the output 
area.

6) Repeat for all of the Organizations that you are responsible for
7) Click the Save button to save your data.
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Where can I see the output?

1) Click the Travel $ (Annual) output button to view the output area. 
2) The following information is shown:

Source The name of the Service Pool, G&A or Direct if planned yourself
Detail The name of the Sub-pool, or (#) if not applicable
Guide Type Inguide or Overguide
OG Type The type of Overguide: New Initiative, Augment, Price, and (#) 

Unassigned
NASA Org The directorate or division the Travel $ are being requested from
FY 20XX $ The actual dollars associated with Travel by Organization
Totals The totals for all Organizations listed

Travel $ (Annual) – Output Layout Travel $ (Annual) – Output Layout 
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Requesting Annual 
Service Pool Units

� Goal: Request annual Service Pool units by Organization 
from Service/Sub-Pools

� Why: As part of the budget build-up, the project planning 
requester must determine the amount of services required 
from the Service/Sub-pool for the WBS element task.  The 
project planning requester can review the estimated units of 
service from the allocated and demand service/sub-pools.
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Requesting Annual 
Service Pool Units (Cont.)

� Steps for entering header data:
1. Log On
2. Open “Project Planning (FTE, Travel, SP, Other Dir $, 

WYE)” folder 
3. Enter Header Data
4. Click the Transfer Header Variables button
5. Click the SP Units (Annual) button
6. Enter Input area data
7. Allocate service pool costs 
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Note: Prior to beginning your planning and requesting of Service

Pool units you can push the button in order to 

prime your planning layout with the service/sub-pool units 

estimated for your WBS element and organization combination by 

the service/sub-pool managers.  This automated process is for your 

planning information. You can then continue to plan over these 

numbers or keep them.

What goes in the Input Layout? Checking
for Service/Sub Pool Estimates

SP Units (Annual) – Input AreaSP Units (Annual) – Input Area
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What goes in the Input Layout?

1) Click the SP Units (Annual) button
2) Click the Append Row button to add a row
3) Enter the following:

Guide Type Inguide or Overguide
OG Type Overguide type: New Initiative, Augment, Price or (#) unassigned.  

You must use unassigned (#) if you selected inguide
BA Business Area or Center that hosts the SP you are requesting 

use of
NASA Org The directorate or division requesting Service Pool Units
Service Pool The Service Pool you are requesting services from
Sub Pool The SP Sub Pool you are requesting services from
FY 20XX Units Enter requested SP Units for two previous years, the budget year

and four outyears. SP Units are measured in different units 
depending on the type of SP usage requested (e.g. hours, square 
feet, headcount, etc.)

SP Units (Annual) – Input AreaSP Units (Annual) – Input Area
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What goes in the Input Layout? 
(Cont.)

4) Click the Transfer Variables button to sort the row of data you entered and total the 
input area 

5) Click the Recompute button to transfer data from the input area to the output area
6) Click the Refresh SP Rate to bring in the newest Service Pool rates
7) Repeat for all of the Organizations you are responsible for
8) Click the Save button to save your data.

SP Units (Annual) – Input AreaSP Units (Annual) – Input Area
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What goes in the Input Layout?
Allocating Service Pool costs

SP Units (Annual) – Input AreaSP Units (Annual) – Input Area

Note: After submitting your changes to version control, you 

need to click the button in order to receive any 

allocation of service pool costs based upon your WBS element’s 

subscription to a service pool. These costs are comprised of FTEs, 

FTE $, Travel $, Other Direct $, and WYEs and are based on the 

percentage of the requested service pool’s capacity being 

consumed by the service pool for which you are planning.



BF Release 0.5 Training – Revision 1 Slide #96

Where can I see the output?

1) Click the SP Units and $ (Annual) output button to view the output area. 
2) The following information is shown:

Source The name of the Service Pool or Direct if planned yourself
Detail The name of the Sub-pool
Guide Type Inguide or Overguide
OG Type The type of Overguide: New Initiative, Augment, Price, and (#) Unassigned.
BA Business Area or Center
NASA Org The directorate or division the Service Pool units are being requested for
Service Pool The Service Pool you are requesting services from
Sub Pool The SP Sub Pool you are requesting services from
UOM Unit of Measure for the requested SP
SP Type ASP (Allocated Service Pool) or DSP (Demand Service Pool)
FY 20XX Units The number of SP Units requested
FY 20XX $ The dollars associated with the SP (equal to SP Units X Rate).
Totals The totals for all Organizations listed

SP Units and $ (Annual) – Output Layout SP Units and $ (Annual) – Output Layout 
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Requesting Annual Other Direct $

� Goal: Request annual Other Direct $ by Organization

� Why: As part of the budget build-up, the project planning 
requester must determine the amount of procurement 
funding (Other Direct $) each Organization has to execute 
the WBS element’s task.  This amount is usually determined 
from the Program/Project Full Cost guidelines after 
considering the costs from all the full cost components.
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Requesting Annual Other Direct $ 
(Cont.)

� Steps for entering header data:
1. Log On
2. Open “Project Planning (FTE, Travel, SP, Other Dir $, WYE)” 

folder 
3. Enter Header Data
4. Click the Transfer Header Variables button
5. Click the Other Direct $ (Annual) button
6. Enter Input area data
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Other Direct $ (Annual) – Input AreaOther Direct $ (Annual) – Input Area

What goes in the Input Layout?

1) Click the Other Dir $ (Annual) button
2) Click the Append Row button to add a row. 
3) Enter the following:

Guide Type Inguide or Overguide
OG Type Overguide type: New Initiative, Augment, Price or (#) unassigned.  

You must use unassigned (#) if you selected inguide
NASA Org The directorate or division requesting Other Direct $
FS Fund Source – The Fund Source that the project WBS is associated 

with
Contract The contract ID the WYEs are associated to, or UCONTRACT(n) for 

unassigned
CI Commitment Item
Prior Year(s) $ The sum of all prior year costs
FY 20XX $ Enter Other Dollar requests for two previous years, the budget year 

and four outyears.
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Other Direct $ (Annual) – Input AreaOther Direct $ (Annual) – Input Area

What goes in the Input Layout? 
(Cont.)

4) Click the Transfer Variables button to sort the row of data that you entered and total the 
input area 

5) Click the Recompute button to transfer data from the input area to the output area.
6) Repeat for all of the organizations that you are responsible for.
7) Click the Save button to save your data.
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Where can I see the output?

1) Click the Other Dir $ (Annual) output button to view the output area. 
2) The following information is shown:

Source The name of the Service Pool, G&A, or Direct if planned yourself
Detail The name of the Service Sub-pool or (#) if not applicable
Guide Type Inguide or Overguide
OG Type The type of Overguide: New Initiative, Augment, Price, and (#) 

Unassigned
NASA Org The directorate or division the Other Direct $ is budgeted for
FS Fund Source
Contract The contract ID the Other Direct $ is planned for
Vendor Name The name of the company on the contract
CI Commitment Item
Prior Year(s) $ The sum of all prior year costs 
FY 20XX $ The actual amount of requested Direct Other $
Totals The totals for all Organizations listed

Other Direct $ (Annual) – Output Layout Other Direct $ (Annual) – Output Layout 
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Budget Formulation:Budget Formulation:
Corporate G&A PlanningCorporate G&A Planning
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Overview: 
Corporate G&A Planning

� Based upon recent Full Cost decisions, Corporate G&A 
will utilize a different cost collector to establish Corporate 
G&A requirements

� Corporate G&A will be planned in the Project Planning 
folders. Corporate G&A planners need to review all 
Project Planning training materials

� Modifications to Corporate G&A Allocation functionality 
will be implemented for the February release

� While no changes have been made to Center G&A 
planning, Center G&A Allocation will be modified as a 
result of Corporate G&A
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Role Overview

The roles in the class and how they differ
� Corporate G&A Authorizer

� Distributes Corporate G&A authorizations from Project Definition to WBS 
element level.  

� Has access to the Projects – Secondary FTE Distribution and 
Projects – Secondary Travel Dollar Distribution folders.

� Corporate G&A Requestor
� Requests Corporate G&A (at WBS element level) 

for FTEs, Travel, Service Pools, Other Direct 
Dollars and WYEs.  

� Has access to the Proj Plan (FTE, Travel, SP, 
Other Direct $, WYE) and PP – Phasing (Other 
Direct $) folders.

� Corporate G&A Administrator
� Allocates Corporate G&A to Projects.
� This process has not been implemented for BF 

Release 5.
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Corporate G&A 
Idiosyncrasies
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Planning Folder for Corporate G&A
� Plan Corporate G&A in the 

PP folders:
� Projects – Secondary 

FTE Dist. 
� Projects – Secondary 

Travel $ Dist. 
� Proj Plan (FTE, Travel, 

SP, Oth Dir $, WYE)
� PP – Phasing (Other 

Dir $)
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Corporate G&A WBS Elements

� Corporate G&A WBS 
elements have unique 
attributes
� All Corporate G&A WBS 

elements are numbered 
either BA-103-XX…or 
BA-104-XX… 

� For example, 62-103-01-12-
01 is a Corporate G&A 
WBS element

� Corporate G&A Planners 
will be restricted to WBSes 
of this type
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Corporate G&A Reports

� Some Corporate G&A data is available through the 
Corporate G&A reports menu

� Other Corporate G&A report titles will remain in the menu 
bar, but can not be used to retrieve data

� Corporate G&A Rate
� Cost Recovery – Annual
� Cost Recovery – Phased
� Expense vs. Revenue –

Annual
� Expense vs. Revenue –

Version Comparison

Corporate G&A Reports
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Reminder

� Annual planning, phasing and reporting 
for Corporate G&A will mimic Project 
Planning. Please see Project Planning 
course materials for detailed 
procedures. 

� Corporate G&A Allocation modifications 
will be implemented in the February 
release.
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Demonstrations and Exercises

� Now, let’s get our hands on the system. 

Using your exercise handout, go to 
Project Planning & Corporate G&A
Requestor Exercise: (steps 1-39)
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Reviewing Center G&A 
Allocations

& Other Full Cost 
Allocations
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Overview:
Center G&A Allocations

This section will focus on the following:
�Entering Header Data

�Reviewing G&A Allocation output views

�Reviewing corresponding reports
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Process Flow: 
Center G&A Allocations

In the Center G&A – Allocation folder, the 
Center CFO performs Center G&A allocations 
back to Projects.
In the Pro Plan (FTE, Travel, SP, Oth Dir $, 
WYE) the Project Planning Requester can review 
the Center G&A allocated to the project WBS.

Why: Project planners contribute a part of the 
Projects’ budget towards funding Center G&A 
functions from which they benefit.  The 
assessment is based on direct on-site Workforce 
and can be reviewed by the Project Planner to 
understand the Full Cost requirements of the 
project.

Project 
Planners

Review G&A 
output details

Center 
Allocates 

Center G&A to 
Projects and 

Corp G&A

Based on 
Workforce 
data; G&A 

rate is 
calculated

Total 
Requirements 

for Center 
G&A are 

Consolidated

Center G&A 
Functions 

prepare  
Budget 

requirements
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How is the Center G&A Rate 
Calculated? 

� Step 1: All Center G&A Functions submit 
requirements in Full Cost

� Step 2: As the numerator, the functions’ 
requirements are consolidated for a Total 
G&A requirement for the Center

� Step 3: As the divisor, the Center’s Total 
Direct On-Site Workforce is consolidated
� Direct On-Site Workforce includes:

� Project FTEs and WYEs
� Service Pool FTEs and WYEs benefiting 

Projects based on its service pool utilization

� Step 4: The G&A rate is developed by 
dividing the Center’s Total G&A 
requirement by the Center’s Total Direct 
On-Site Workforce

� Step 5: Center G&A is allocated to the 
Project by multiplying the Center G&A 
rate with the Project’s Direct On-Site 
Workforce

$$$$ $$
G&A Functions

$$
Total Center G&A

Total Direct On-Site 
Workforce

=
G&A Rate
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Understanding the Allocation 
� In Full Cost, there are five elements of planning

� Salary Funding (formerly known as FS41$)
� Travel Funding (formerly known as FS42 $)
� All Other Funding (Other Direct $ - Procurement)
� Civil Servant Workforce (FTEs)
� Contractor Workforce (WYEs)

� In order to maintain data integrity, the Allocation will be done for 
the Total Dollar amount (a composite of the 3 funding elements) as 
well as separately in 3 types of Funding elements and the 2 
Workforce elements

$$
Total Center G&A

Salary RequirementSalary Requirement

Travel RequirementTravel Requirement

All Other RequirementsAll Other Requirements

Project B

$$Center Center 
G&A G&A 

AllocationAllocation
=

SalarySalary

TravelTravel
OtherOther

Project A

$$Center Center 
G&A G&A 

AllocationAllocation
=

SalarySalary

TravelTravel

OtherOther

G&A Functions
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What Does the Center G&A 
Administrator do? 

� The Center G&A Administrator has a planning folder in which the Total On-
Site Workforce (OSWF) can be reviewed

� Based on the OSWF and the G&A rate, the Center G&A Administrator
allocates Center G&A to the Projects

Center G&A Administrator - Project Allocation WorksheetCenter G&A Administrator - Project Allocation Worksheet
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Center G&A 
Allocation Checklist 

� Goal: Review planning steps required before the Center 
G&A Allocation can occur

� Why: Because budget planning is an integrated process, 
there are dependencies among different planning elements.  
The system logic is built to comply with those dependencies, 
therefore the project planning requester must ensure all the 
steps are fulfilled in order to view the Center G&A Allocation
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Center G&A Allocation Checklist 

� Checklist for Project Planning Requesters:
1. Plan Project WBS element’s FTEs
2. Plan Project WBS element’s WYEs
3. Plan Service/Sub-Pool unit subscription
4. Execute Service/Sub-Pool allocation
5. Release planning information to DRAFT Version & Save

� This allows the planning data to be set to move to Final Version

6. Release planning information to Final Version & Save
� This allows the Center G&A Allocation Administrator to include 

the Project’s Direct On-site Workforce in the rate calculation

7. Exit out of planning folder
8. Ensure Center G&A Allocation Administrator has executed the 

allocation
� The Center G&A Allocation is a push down process in the Budget 

Formulation system.  Unless the Center G&A Administrator 
executes the “allocation,” the information will not be visible to the 
Project Planning Requester.
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Enter Header Data 

� Goal: Enter the appropriate characteristics in the Header 
Area to define the data you want to plan

� Why: All planning data entered into the system is 
categorized and stored based on the Header Data 
combination
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Enter Header Data (Cont.) 

� Steps for entering header data:
1. Log On
2. Open the “Project Planning (FTE, Travel, SP, Other Dir $, 

WYE)” folder
3. Enter Header Data
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Project Planning (FTE, Travel, 
SP, Other Dir $, WYE) Folder

Project Plan (FTE, Travel, SP, Other Dir $, WYE) Requester – Header LayoutProject Plan (FTE, Travel, SP, Other Dir $, WYE) Requester – Header Layout

Header DataHeader Data
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What goes in the Header Area?

1) Enter the following in the Header Area to define the data that you want to plan:
Center The two-digit Center number
Budget Year The year you are planning
Agency Version The Agency Version you are working in (A001-A006)
Center Version The Center Version you are working in (C001-C005)
Type of Planning The type of Budget Plan (NOA or COST) 
Appropriation Type The appropriation the Project belongs to (SAT or HSF)
WBS Element The WBS Element you are planning for
Network The Network you are planning for (# - unassigned)
Network Activity The Network activity you are planning for (# - unassigned)
Fiscal Year The fiscal year you are working in (Budget Year -2)

2) Click the Transfer Variables button to set the data you want to plan.

Header AreaHeader Area
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Reviewing the Allocation 

� Goal: Review the allocation of Center G&A by the different 
elements of planning in the output section

� Why: The allocation of G&A occurs by the elements of full 
cost planning, therefore you must look at each element in 
the output section to see the components of the total G&A 
allocation.  The allocation is identified by the source column 
citing “CTR” to represent Center G&A.
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Reviewing the Allocation (Cont.) 

� Steps for reviewing the Center G&A Allocation:
1. Log On
2. Open the “Project Planning (FTE, Travel, SP, Other Dir $, 

WYE)” folder
3. Enter Header Data
4. Select different planning elements in the output section
5. Look for the source column with the title CTR
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What is the Source Column in the 
Output Section? 

� Source: It indicates the originator of the planning element and 
its associated cost

� DIRECT: Data planned directly by the project planning requester
� CTR: Data from Center G&A Allocation 
� CORP: Data from Corporate G&A Allocation
� F&RS: Data from Facilities and Related Service Pool 
� S&E: Data from Science and Engineering Service Pool 
� IT: Data from Information Technology Service Pool 
� FAB: Data from Fabrication Service Pool
� WT: Data from Wind Tunnel Service Pool
� TEST: Data from Test Services Service Pool
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Reviewing the
Other Direct $ Allocation

Other Direct $ (Annual) – Output AreaOther Direct $ (Annual) – Output Area

1. Click on the Other Direct $ (Annual) button in the output area
2. Look for the Source Column
3. Review the allocations from different sources
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Reviewing the 
Travel $ Allocation

Travel $ (Annual) – Output AreaTravel $ (Annual) – Output Area

1. Click on the Travel $ (Annual) button in the output area
2. Look for the Source Column
3. Review the allocations from different sources
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Reviewing the FTE and 
Associated Salary $ Allocation 

1. Click on the FTE and $ (Annual) button in the output area
2. Look for the Source Column
3. Review the allocations from different sources

FTE and $ (Annual) – Output AreaFTE and $ (Annual) – Output Area
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Reviewing the 
WYE Allocation

WYE (Annual) – Output AreaWYE (Annual) – Output Area

1. Click on the WYE (Annual) button in the output area
2. Look for the Source Column
3. Review the allocations from different sources
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Phasing
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Phasing 

� During initial and mid-year phasing plan creation, 
phasing occurs for projects, service pools, Center 
G&A and Corporate G&A using manual entry or 
algorithms built into the system.

� Phasing Topics:
� How to phase
� Phasing algorithms
� Incremental and cumulative

phasing
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� Goal: Use the phasing input areas to phase Project Planning  
requests for FTEs, FTE $, Travel $, Service Pool $ and WYEs

� Why: Phasing plans are done for the year of execution as a 
means of tracking performance.  Phasing plans usually follow 
plans for spending on technical milestones.  These plans will be
used in conjunction with Core Financial data for plans vs. 
actuals analysis.

Phasing Goal
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� Phasing
1. Logon
2. Open the “Project Planning (FTE, Travel, SP, Other Dir $, 

WYE)” folder
3. Enter Header Data (ensure budget year and fiscal year are 

correct)
4. Click on the appropriate Phasing Input Layout Button
5. Use algorithm buttons or manually enter phasing data
6. View the data in the matching output area
7. Save the data when complete

Phasing Goal
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Header Data for Phasing

Center The two-digit Center number
Budget Year The year you are planning
Agency Version The Agency Version you are working in (A001-A006)
Center Version The Center Version you are working in (C001-C005)
Type of Planning The type of Budget Plan (NOA or COST) 
Appropriation Type The appropriation the Project belongs to (SAT or HSF)
WBS Element The WBS Element you are planning for
Network The Network you are planning for (# - unassigned)
Network Activity The Network activity you are planning for (# - unassigned)
Fiscal Year The fiscal year you are working in (Budget Year -2)

• The year of information you are phasing is dictated by the year you have showing 
under Fiscal Year

Header AreaHeader Area
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FTE (Phase) Input Area

FTE (Phase) – Input AreaFTE (Phase) – Input Area

Input AreaInput Area
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WYE (Phase) Input Area

WYE (Phase) – Input AreaWYE (Phase) – Input Area

Input AreaInput Area
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Travel $ (Phase) Input Area

Travel $ (Phase) – Input AreaTravel $ (Phase) – Input Area

Input AreaInput Area



BF Release 0.5 Training – Revision 1 Slide #138

SP Units (Phase – DSP only) 
Input Area

SP Units (Phase – DSP only) – Input AreaSP Units (Phase – DSP only) – Input Area

Input AreaInput Area
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Phasing Algorithms
� Straight-Line:

� Uses the same percentage in each month (Total / 12)
� User-Defined:

� Allows you to define a series of percentages to apply to the amounts 
for each month

� Ramp Up: (Only Available for WYEs,Travel, & SP)

� Amount increases each month & average equals the annual planned
� Ramp Down: (Only Available for WYEs,Travel, & SP)

� Amount decreases each month & average equals the annual planned
� Manual:

� Manually enter the numbers Cost Center by Cost Center.
� Cumulative Phasing

� Carries in prior year money available monthly 
� Incremental Phasing

� Shows the entire amount of money carried in from prior years that has 
been phased up to the current month

� Each button, if used, applies the same algorithm to all of the Cost Center that were 
planned during the annual planning.
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Straight-Line Phasing of FTEs

Straight-Line FTE (Phase) – Input AreaStraight-Line FTE (Phase) – Input Area

1) In the Header Area, ensure the fiscal year is set to the year you want to phase the 
annual numbers for

2) Select the appropriate FTE (Phase) input layout
3) Click the Straight-Line button.  All of the FTEs you have planned will appear in 

each month for the fiscal year
4) Make any manual adjustments to the numbers
5) Click the Transfer Variables button to sort the data you entered
6) Click the Recompute button to total your rows and move the data to the output 

area
6) View the resulting output in the FTE and $ (Phase) output area
7) Click the Save button when complete
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User-Defined Phasing of FTEs

User-Defined % (Phase) – Input AreaUser-Defined % (Phase) – Input Area

1) In the Header Area, ensure the fiscal year is set to the fiscal year you want 
to phase

2) In the input area, scroll to the right until you see the User-Defined % 
(Phase) button

3) Enter the percentages you want to phase. (Total must add to 100% for 
commits and obs. Cost must add up to 83%)

Note:  Unlike most of the other input areas, the User-Defined % (Phase) input area does 

not require you to click either the Transfer Variables button 

or the Recompute button.                                      Do not worry, your data will be saved.



BF Release 0.5 Training – Revision 1 Slide #142

User-Defined Phasing of FTEs

User Defined FTE (Phase) – Input and Output AreasUser Defined FTE (Phase) – Input and Output Areas

4) In the input area, click the FTE (Phase) button
5) In the lower row of input area buttons, click the User Defined button to apply the 

percentages to the annual numbers
6) View the resulting FTE output in the FTE and $ (Phase) output area
7) Click the Save button when complete
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Manual Phasing of FTEs

1) In the Header Area, ensure the fiscal year is set to the fiscal year you want to 
phase

2) In the input area, click on the FTE (Phase) button
3) Click on the Append Row button to add a row
4) Enter the guide type, overguide type, NASA organization, labor category, and 

the monthly numbers for the organization
5) Click the Transfer Variables button to sort the new row
6) Repeat for each organization
7) Click the Save button when complete

Manual FTE (Phase) – Input AreaManual FTE (Phase) – Input Area
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Phasing FTE$, 
Travel, SP, and WYEs

� The Phasing Algorithm buttons work the same way 
for each of the other areas not demonstrated
� FTE $ 
� Travel
� Service Pools 
� WYEs

� Each has an output area where you can see the 
associated dollars by month.
� FTE and $ (Phase)
� Travel $ (Phase) 
� SP Units and $ (Phase)
� Other Direct $ (Phase)
� WYE (Phase) 

������

������
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Project Planning Input AreaProject Planning Input Area

FTE Incremental and 
Cumulative Phasing

SPECIAL NOTE: The system allows Project Planning requesters the option to view and 
phase the FTE $ amounts by an Incremental view or a Cumulative view.  This added feature 
allows for different methods of viewing the phasing data

FTE $ (Phase) Incremental: This view allows the Project Planning requester to phase prior 
and previous years obligation and cost amounts in an incremental view.  The current year 
obligation and cost amounts are driven by the phasing of the FTE units and the phased FTE 
rates

FTE $ (Phase) Cumulative: This view allows the Project Planning requester to phase prior 
and previous years obligation and cost amounts in a cumulative view.  The current year 
obligation and cost amounts are driven by the phasing of the FTE units and the phased FTE 
rates
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Incremental and 
Cumulative Phasing

� The difference between Incremental vs. Cumulative 
Phasing layouts:
� Incremental layout depicts the monthly phased $ for a single 

month in the month columns.
� Cumulative layout depicts the year-to-date phased $ in the 

month columns.

Incremental

Cumulative

The same data presented differently
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Phase $ - Incremental

FTE $ (Phase) - IncrementalFTE $ (Phase) - Incremental

1) In the Header Area, ensure the fiscal year is set to the year of annual numbers 
you want to phase

2) In the input area, click the FTE $ (Phase) – Incremental button
3) Enter Carry In values for:

OBS – Prior PY Prior Program Year money available to obligate
COSTS – Prior PY Obligated Prior Program Year money available to cost
COSTS – Prev PY The sum of all Obligated money available to cost 

(predating the Prior PY)
COSTS – TOTAL Total of all your Program Year costs
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Phase $ - Cumulative

FTE $ (Phase) - CumulativeFTE $ (Phase) - Cumulative

1) In the Header Area, ensure the fiscal year is set to the year of annual numbers 
you want to phase

2) Select the FTE $ (Phase) – Cumulative input layout
3) Enter Carry In values for:

OBS – Prior PY Prior Program Year money available to obligate
COSTS – Prior PY Obligated Prior Program Year money available to cost.
COSTS – Prev PY The sum of all Obligated money available to cost 
(predating the Prior PY).
COSTS – TOTAL Total of all your Program Year costs
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Planning Folder for 
Other Direct $ Phasing

Note:  Phasing for Project Planning Other Direct $ requests is performed 
in a separate planning folder because the header data contains more 
fields than the phasing plans for FTEs, Travel $, SP Units, and WYEs. 
The separate folder allows you to phase each line individually. Phasing 
for Other Direct $ occurs in the Project Plan – Phasing (Other Dir $) 
planning folder

In addition to the project planning 
folder, the Project Planning Requester 
also has access to the PP- Phasing 
(Other Direct $) folder.
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• Center The two-digit Center number (your Center).
• Budget Year The Budget year you are planning
• Agency Version The Agency Version you are working in
• Center Version The Center Version you are working in (C001-C005)
• Type of Planning The type of Planning (NOA or Cost)
• Appropriation Type The Appropriation the Project belongs to (SAT or HSF)
• WBS Element The WBS element you are phasing for
• Network The Network you are phasing for if applicable ( # - unassigned)

Header Data for 
Other Direct $ Phasing

Project Planning Phasing– Header Area (Other Direct $) Project Planning Phasing– Header Area (Other Direct $) 
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(continuation)
• Activity The Activity you are phasing for if applicable ( # - unassigned)
• Fiscal Year The fiscal year you are phasing
• Guide Type Inguide or Overguide
• Overguide Type Overguide type:New Initiative, Augment, Price, (# unassigned)
• Organization The Organization responsible for the Other Direct $
• Fund Source Fund Source
• Contract The contract ID or UCONTRACT(n) for unassigned
• Commitment Item Commitment Item

Header Data for 
Other Direct $ Phasing

Project Planning Phasing– Header Area (Other Direct $) Project Planning Phasing– Header Area (Other Direct $) 
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Incremental Phasing –
Other Direct $ 

Incremental Phasing of Other Direct $ - Input AreaIncremental Phasing of Other Direct $ - Input Area

1) In the Header Area, ensure the fiscal year is set to the year of annual numbers 
you want to phase

2) Click the Incremental button
3) Enter Carry In values for:

OBS – Prior PY Prior Program Year money available to obligate
OBS – Curr PY Current Program Year money available to obligate
COSTS – Prev PY The sum of all Obligated money available to cost 

(predating the Prior PY)
(continued)
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3) Enter Carry In values for (continued):
COSTS – Prior PY Obligated Prior Program Year money available to 

cost
COSTS – Curr PY Current year obligated money to be costed
COSTS – TOTAL Total of all your Program Year costs

Incremental Phasing –
Other Direct $ 

Incremental Phasing of Other Direct $ - Input AreaIncremental Phasing of Other Direct $ - Input Area
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Cumulative Phasing –
Other Direct $ 

Cumulative Phasing of Other Direct $ - Input AreaCumulative Phasing of Other Direct $ - Input Area

� Reminder: Cumulative phased data is 
the same as Incremental phased data 
only presented differently. The 
process for Cumulative phasing is also 
the same, therefore, we will not review 
Cumulative phasing during this 
course.
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Demonstrations and Exercises

� Now, let’s get our hands on the system. 

Using your exercise handout, go to 
Project Planning & Corporate G&A

Phasing Exercise: (steps 1-30)
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End of Course Review
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� Project Planners should now be able to:

� Distribute Project FTEs and Travel $ from Secondary 
Distribution to lowest planning levels

� Request Project WBS element FTEs, FTE $, Travel $, 
Service Pools, WYE and Other Direct $

� Phase all Project Planning
� Review G&A Allocations and other Full Cost attributes
� Access and manipulate the Project Planning BW reports
� Explain Versioning and Business Rules
� Explain the system overview and its points of integration
� Explain the business context for using the system
� Explain the roles in this class

Review Objectives & Expectations
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Congratulations!
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Training Course Feedback

� The training course feedback will:
� Assess the effectiveness of the instruction and 

training materials for the course
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Supplemental Material
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BF Navigation Overview
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How Do I Access a Planning Folder?

From the Planning Folder Menu page, select the folder you would like to 
enter (the folder will become highlighted in yellow.)
Click the Execute button.

NOTE: Users can also double-click on 
the desired Planning Folder to enter. 

1

2

1

2
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What Do the Planning 
Folder Colors Mean?

1

3

4

1

1

� From the Planning Folder Menu page:
� A planning folder highlighted in PINK indicates the previous folder a 

user entered.

� A planning folder highlighted in YELLOW indicates the folder the user 
has selected.
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What Are the Primary 
Sections of  a Typical Screen?

� Screens have three primary areas:
� Header area
� Input Area
� Output Area

Header AreaHeader Area

Input AreaInput Area

Output AreaOutput Area
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What Are the Menu Buttons? 

Menu Buttons
Checked/OK – Enters your data
Save – Saves your work
Back – Takes you back one screen
Exit – Exits you out of the system
Cancel – Cancels your data
Create New Session – Opens another session

1

2

3

4

5

6

1 2 3 4 5 6
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How Do I Log Out?

SEM MenuSEM Menu

Planning 
Folder

Planning 
Folder

Planning 
Folder Menu
Planning 

Folder Menu

Regardless of where you are in the system, to log out:
Click the Exit button.

1

1
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What Are the Header Area Buttons?

Header Menu Buttons
Hide Variable Values – Hides the header characteristics leaving the Input and 
Output Areas.
Transfer Variables – Sends the header variables to the database.  A user can 
retrieve data for the corresponding header variables or plan based upon the 
header data.
Delete – Deletes an entire row of Header Characteristics.  This functionality 
should NOT be used.
Display/Change – Removes ability to edit the Header Characteristics.

Header AreaHeader Area

11

2

3

4

1

2

3

4
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What Are the Input Area Buttons?

Input Area Menu Buttons
Check – Checks all of the fields in your planning area. 
Delete – Deletes a row of data.
Sort – Sends data to the database and creates a total by row in the input area.
Append Row – Inserts a blank row in the input area for planning.
Lead Column Settings – Allows the user to indicate what lead columns should 
be totaled and subtotaled. Preferences can also be set to modify the way data is 
sorted in the Lead Column.

Input AreaInput Area

5

1

2

3

4
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Click the Append Row button. A blank row will be added.  If data already 
exists in the input area, the row will the be inserted at the end of the data.
Enter data into the row.

1

1

2

2

1

How Do I Add a Row of Data?
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How Do I Scroll Right 
To See/Enter My Data?

Right-click on any column header.
Select Unfreeze Columns.

NOTE: Upon entering a row, you need to unfreeze columns. This 
will allow you to scroll through data to the right of the visible screen. 

1

2

2

1
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How Do I Delete a Row of Data?

Highlight the row of data by clicking the empty box to the left of the row. 
Click the Delete Row button. A message box will confirm that you want to 
delete the data. 
Click the Yes button.

1

2

3

3

1

2
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How Do I Save Data?

Click the Save button. A message box will confirm 
that you want to save the data. 
Click the Yes button.

1

2

1

2
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How Do I Obtain a Full List of 
Values in a Dropdown Box?

In the dropdown box, click the All Values button. This will expand the list of 
available information. 

1

1
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How Do I Filter Information 
In a Dropdown Box?

In the dropdown box, click the Filter button. A message box will prompt you 
to enter your filter criteria. 
Enter your filter criteria.
Click the Enter button.
The dropdown box will display the data that meets the criteria you entered.

1

2

3

4

1

2

3

4



BF Release 0.5 Training – Revision 1 Slide #175

How Do I Hide the Header?

Click the Hide Variable Values button.
The Header will be hidden, leaving only the Input and Output Areas.

1

2

1

2
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How Do I Display the Header?

Click the Display Variable Values button.
The Header will appear, along with the Input and Output Areas.

1

2

1

2


